
* F 
.. . . - , 

' . APPLlChTlON FOR RECORDS DISPOSITION STANDARD 
I 

1. Application 

marta 

2. Dapt. Application No. 

,i 

INSTRUCTIONS: Prepare in duplicate and forward to the Records Managemen inalyst, Manapement 9ystems Division 

FOR RECORDS YANAOEMENT OIVDION USE 

Divis ion  of Planning and Marketing' 
2200 Peachtree Summit Bui ld ing  
401 W e s t  Peachtree Street  NE 
A t l a n t a ,  Georgia 30308 

__- - __ 
4 Person to Contact 

s Date Received Appl iqt ion No. Date Completed 

a. 0 Establish Retention Schedule; record wil l continue to accumulate. 

b. 0 Dispose of present accumulation; ndturther accumulation anticipated. 
c. Amend Application No. 75-7.--..- Check One: s h a n g e ; '  i:upercude: a Void 

- 
8. Dates of Series I ---?:Records Series Title /followed by title used in office; if differed 

Planning Project Source Documents , F r *  I&'' 
- __ _l_~___. . _- 

What is the function of the Division and the Office in which this racoid ser&.ir croated? 

Earliest Latest 

. .  

see a t t ached  

. .  . .  

I -. __ 
1. Record Series Description This file contains the following dopuments (include form numbers end dUer,?finy):' 

Attach samples of the file. ' , 

Documentsrelatingto: Transpor ta t ion  p lanning  and marketing p r o j e c t s  

Includedare r e p o r t s ,  working papers, computer p r i n t o u t s ,  g u e s t i o n a i r e  forms, 
tab cards ,  correspondence, working tables, s tudy  notes ,  punch c a r d s  

File is  arranged: by project name 

~ 

-~ - ~ "-_~_ ~ 

2. Monthly Reference Rate 

One to s ix  months old 

twenty-five months and older 

How often are records referred to which are: 

;Seven to twelve months old -_ ;Thirteen to twenty-four months old--- ; 

- 7 
- ~- 

3. Annual Rate of Accumulation of Records - 

Letter-size drawers -; Legal-size drawers - ;Shelves 3~.- ; Other (specify) ___ _ _  . -  
'. 1 

1 .  
3012 13/76) 



7 _- 
- ~- __ _ _ _  - - 

a. I s  this the 0ffic;al copy of the series? 
z 

._ _____~~___ ~ 

If not. where is i t?  ~ _ _  ..___ ~. .____ 
h. Does the series contain confidential information.requlrlng security handling? If yes. cite law or 

I f  v e ' . . ~ ~ ! a c ~ c ~ P v . . r ~ ~ o r  tsf i l e s u & t L - M A R T a W a l e & m -  ies -- 
h. I s  there a duplication of this series in your office, or in another office or agency? 

- ~. ___- It  yes, where? 

Is this series (ora  m a j o r p 9 ' o n  of  it1 regularly microfilmed? 
_-I ~ 

. .. - ~ ~. i. ____~ 
L j .  Does the record series result in a computer printout? 

~ ~ 

5. Retention Requirements The following iequires the reries to b e  kept: 

a. State Law years d. Audit period .- years. 

b. Statute of limitation __ years. e. Administrative need '. 2 ~ years. 

c. Federal law years. f ,  Federal retention instructions -. 2- years. 

Attach copy or excert  of  laws or regulations. Expla in  administrative need 

Urban Mass Transpor ta t ion  Adminis t ra t ion Externa l  Operat ing Manual 
I11 .D.p41 

_.______- ~ __ __ - 
16. Approved Disposition Instructions This agency recommends that the file series he cut o f f  a! the end of each: 

Calendar Year: rl F~rcai Year: Other -!mpl&iQn Df pro%&- then. 

0 Hold in the current files area I_ ~ month l r l____ vearls); then 

0 Transfer t o  State Records Center; hold - 
15 Destroy. 

0 Transfer to State Archives lor permanent retention. 

0 Other (Speofvl 

Transfer to local holding area; hold - yeark); .  4- 
vearlsl; the: 

These instructions apply to al l  prior and future accumulations 01 the series. 

(Indicate hrielly rationale for recommendations al,ove/or write additional remarks): 
__I_ _- 

uisory Committea Date 

-*.-- 

I - \  : 
f 
: 

lue! 



1. 

2. 

3. 

4. 

5 .  

6. 

7. 

8 .  

9. 

I 

EXHIBIT I 

Division of Planning and ‘Pfarketing 
Functions and Responsibil i t ies 

Provide f o r  coordination of NARTA’s t r a n s i t  development 
program with a l l  regional and loca l  governmental planning 
e f f o r t s  which involve transportation services,  including 
the Atlanta Regional Transportation Planning Program (ARTPP): 
prepJration pf the regional Transportation Improvernents 
Program and iits Annual Elements; and Transportation System 
Management Plan. 

Support as required the Department of Transit  Operations 
i n  planning f o r  r a i l  and bus operations, spec i f ica l ly  
feeder bus routes.  

Provide assis tance t o  the Department of Transi t  System 
Development i n  r a i l  f a c i l i t y  design, par t icu lar ly  through 
review of t he  preliminary design of s t a t ions  and l i nes  
t o  ensure t h e i r  compatibility with loca l  development plans 
and proper function fn the system. 

F a c i l i t a t e  progress in  system development through execution 
of required environmental, h i s to r i ca l ,  and archaeological 
analyses and procurement of necessary approvals. 

Develop and maintain long-range plans for  extensions t o  the 
MARTA system; perform analyses t o  d e t e p i n e  appropriate 
extensions f o r  r a i l  t r a n s i t  service.  

Evaluate a l t e rna t ives  t o  approved routes an-d s t a t ion  locations 
i n  terms of service,  cost ,  and environmental ip-act .  

Determine through s tudies  location Qf futu-re t r a n s i t  corridors 
and methods f o r  protecting right-of-way i n  such corridors and 
means f o r  capture of land values thus created. 

. -  

Develop and implement t r a n s i t  marketing programs including 
accomplishment of necessary research and analyses of passen- 
ger cha rac t e r i s t i c s  and a t t i t udes ,  fo r  recommendations on 
new services and revisions to  exis t ing ones, and fo r  imple- 
mentation of promotional package t o  enhance the use of a l l  
Authority services.  

Perform special  s tudies  and research as appropriate or directed 
f o r  the suppor t  of any uni t s  of the Authority. 
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A?PLICAT!CN FOR RECORCS DISPQS1TIOiV STAhDARD 

I .  

Department o f  Staf f  Services 
Divlsion of Planning 
Research & Oeve1opment Section ' 
Sui t e  1200, 100 Peachtree 

The Division of Planning provides input  btc; the  dssign process of t h e  doopted 
r ap id  t r a n s i t  system and assists and supports th2 At l an ta  4egional Courdssion i n  i ts  
r eg iona l  development and t r anspor t a t ion  planning p rogrm.  To acconpl i sh  the  above, 
t he  Division i s  involved i n  research a c t i v i t i e s  t o  design, develcp, t e s t  aud r e f i n e  
procedures and nethods. The d i v i s i o n  a l s o  advises  t'P.2 Assistult General Macager f o r  
S ta f f  Services, the  General Manager, and other  Atlthority S taf f  i n  the  devslopnent 
arid app l i ca t ion  of p o l i c i e s  and procedures r e l a t k g  t o  t h e  long-range program of th+ 
Authority. 
planning agencies and the  cormunity r e l a t i o n s  s t a f f .  

These a c t i v i t i e s  include c lose  coorz ina t ioc  ar?d cooperation w i t h  o ther  

l r i c  ~ r ! e 3  arP 
Questionnaire Forms, Corcputer P r in tou t s ,  Ta5 Cards,  Correspondencs, Korking 
Tables, Study Notes, Study Design 



:., 
1. . 

* .e ., NO 
[ 

[ 

[ 

@ ] Does the 5sries cnn:ain ciassified ir;formation:requirln;! s d u r i t y  handiing? 

is this !he Record Copy of the series? 
A I 

] Is there a d;Jplicstion G f  ibis series in another af i ice or agency? 

] Is the information contzined i( this series ever summarized or published?Attach cO?y. 
i .  
I 

*)fAXTA Library f o r  Printout sumcaries 

copy attached (SAMFA] 

p 1 Does the series initiate, arnefid 0: terminate ag?.r.cy policies and procedures? 

[ ] Could the  fuoction be performed i f  the files b e l a  lost or destrojed? 

] Is the seiies (or major podion of i t ]  regLlarly r ic rof i lme6? I f  yes, w h y ?  

[ 1 Does the recorf series provide data as insu: to sn E3P flle! 

[ 1 Does the record series cor.tain documentation produced as EDP printout? 

r 1 Wi! i  there be a need fcr  tnese records 10. 15 years f r c n  n3,v? If yes, what? *Additional 

5 { 1 STATE b. [ ] STATUTE OF c [ ] AUPJIT d. [ 1 FEDERAL e [x] ADT;IINISTRAliVE f. [ 3 H!STa?:f:At- 
LALV LlMlTATlON PERIOD LA w DECISION VALUE 

* (Ci te  Law. S t a t L k ,  or other reason f w  the retention requirement) 

By: John N. Bates, Manager of Research t Cevelopnent 
=...- ~ ,~_= -.------.--. y.-_ .-__-. ' ._ --.-.- _..- -.._.*-.*--a_-... . -Ic.----rr.-r----l..--,.~--.-.-.-.~~.~-~--~. ~ , -  ,, 

25. AGENCY RECOMMENDATIONS: This agency ricommends that the f i le  series be cut of f  3 t  the e::d of each 

.\,x CALENDAR YEAR - 1  1 FISCALYEAR - [ 1 Oth?r 

[ Xi Hold in the currect filesarea mon';h(s),'_.._ I--. year(s) :  
1 X! Transfer tc [ X I  State ReCOdj C h t w  1 Local Hoiding Area; h i d  --.a~..--ye2r(s): 

[ I Transfzr to Archives for permanent retemion. 
[ Destroy immediaiely aftsr cut-off. 
I 1 Oth5r: (Spaeify) 

. :  

i xj Erst,oy. 

. .  

Fcur copies of a l l  conpl..eted research reports are to b e  transferred to the IL4RQ 
Lj?>-rary. 



APPLICATION FOR RECORDS DISPOSITION STANDARD 

Joseph P. Byrd IV 

rnarta I 

Senior Planner - Research & Developmen 586-5027 

. 
- VSTHU('TI()NS: 

3. Dept.. Division. Subdivision & Admink tKng  Of f ze  Address 

Prepare in duplicate and forward to the Rrcords Management Analyst, Manasrmcnr Systems Division -_ ~~ -. ~ 
_ ~ _  

I 
Department of Staff  Services .L I . / I  ., ~ . ,  
Division of Planning 
Research and Development' Sectidn ' 
Suite  1200, 100 Peachtree 

F PRESENT ACCUMULATIONS 
EP ACCUMULATION ANTICIPATED ' 

5 Earliest & Latest Dates of Series Exact Series Title 

Planning Division Research Pro jec t  p i l e  
_I__>- ~ 

0 What IS the funct;on of the office in whlch this record series IS created, 

The Division of Planning provides input i n t o  the  design process of the adopted 
rapid t r a n s i t  system and assists and supports the  Atlanta Regional Conrmission i n  i t s  
regional  development and t ransportat ion planning program. To accomplish t h e  above, 
the  Division is involved i n  r e s e a d h  a c t i v i t i e s  t o  design, develop, tes t  and r e f i n e  
procedures and methods. Te Division a l s o  advises,  the Assis tant  General Manager 
for Staff Services, t h e  General Manager, and other  Authority staff i n  the development 
and appl icat ion of p o l i c i e s  and procedures r e l a t i n g  t o  the long-range program of the  
Authority. These a c t i v i t i e s  include close coordination and cooDeration with other 

I, <,- ' . .  planning agencies and the community r e l a t i o n s  s t a f f .  
.. . . .  , .. . .  

I . .  I 
I.-.- ': :, , , <,~~,~- -. 

1. Thls file contains the following documents (include form numbers'and titles, if any. and f i le  arrangement): 
" ~. 

Documents relating to :  Research Projects  

Included are Questionnaire Forms, Computer Pr intouts ,  Tab Cards, Correspondence, Work- lg 
Tables, Study Notes, Study Design 

File 1s arranged Alphabetically by project ,  thereunder by survey number, by calender year. 



YES 
13. [ X I  

14. i X 1  

15. [ X I  

16. [ 1 

17. [ 1 

18. [XI 

19. [ 1 

20. [ X I  

21. [ X I  

22. c 1 

NO 
[ ] Is this the Record Copy of the series? 

I 
[ ] Is there a duplicatidn of this series in another office or agency? .~,, I . . - ~. ~ . -i 

*MARTA Library for Printout surmnaries . I  .I ... 
] Is the information contained in this series ever summarized, I .!. wb!ished*Attach . ~ .  ~ COPY.' .. .~ , , . , - , . . ?~ ' ' C , I I  . 

I 

. .  . . . . .  ~. , , .  ~ . .  Copy attached c&7+d$ - :  

Does the series contain classified information rdquiring security handling? 

d Does the series initiate, amend or terminate agency policies and procedures? 

. .  

1 .  ~. ~. . ,. . . .  
the funcfion be performed i f  the' files~were lost or destroyed? 

a Is the series (or major portion of it) regularly microfilmed? If yes, why? 

[ 3 Does the record, eries provide data as input to an EDP file? P 
~ . .  ..... .... . . . . . .  

~ . . ,  . . .  
[ 3 Does the record . .  series I , - - .  contain . .  : : ~  documentation ;.. 1. .. :T : produced i as ..& EDP printout? 

- .  -. -. 

[ x] Has the Federal Government issued instructions governing retention/disposition of these files? 

. .  
I. . . . . .  [ ] STATE:: .... b. ['-I] STATUTE OF- ,  -L. ] A U D l T - ~  d. [ ~ 3 FEbkRAC . . . . . .  '%. '1x1 ' ' AD$,lN'ISTRATIVf. D 'E&~~ON ,I ~:, . 'f.-[ '-.]~'l~TORICAL .L : 

. -VALUE 
, . . ,  

'LIMITATION . ' ~' PERl6D ". 'KAW .'' 

; 
.., : . .  

. . . . . . . . . . .  

~ . ,  . ' 
..'(Cite Law, Stafute,' or olh&'t$agon f6r the retention' kquketbeht) i '  :: - I  ~ : ~'1. 

> _ &  . . .  

. . . . . . .  . . . . . .  . , ' ~  . .  . ~ ~ .  ~. .~ , I  . .  : . I  a .  .. . .,. ?..I.-,> , ,,,_ L L .  - . . -  .. . .  .. .~ ~~ 

. . . . .  , ,  . . ~  , . .. _,.. ' ..i.: . ,  ~ , ' . ~ :  . ~ . . ~.. 
. , . .  .. 

John W. Bates, Manager of Research b Development 
_____p_--_----_ ~~ ~~~ I -_^_v_l_ b*".-T7_ _- - 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off a t  the end of each 

. [q  CALENDAR YEAR . I  1 FISCALYEAR - [ 1 Other 

1x1 Hold in the current fi les area-._-- .-month(s,)/ 1 year(s): 

[XI Destroy. 
[ 1 Transfer to Archives for permanent retention. 
I 1 Destroy immediately after cut-off. 

' [ X I  Transfer to 1x1 State Records Center I 1 Local Holding Area; hold A ~ - ~ _ y e a r ( s ) :  
. ~ .  I : . - - :  , ,,-r;-:.~ . 

, .  . . 
. .  ... 

~. 
~~ - [ ] Other: (Specify) -;.. - ~:-':-_ ;-. ~ ' Y . -  .- < 'A. r . . . . &  .- ~~ .̂ ~ ~ ,, - 

. .  - - , ,  .. - . .  
7.r 

.. : <  I . '  . . . . . . . . .  . - .  -,. 

. ,  . .  . . , ,  .; i ; , ~ ' I  . . . .  3 ., , . -, , .!. , , .. i~i- I' 5:: , . 

(Indicate briefly rationale for recommendations above/or write additional remarks): 

~. 
, . . ~  , . ,  . . . .  . .  

Four copies of a l l  completed reseerch reports are to be transferred to the MARTA 
Library. 


